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CH EF OF ADM NI STRATI ON

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible admnistrative
position in the fire departnment service. The primry duties and
responsi bilities include nmanaging the Adm nistrative Division,
assisting the Fire Chief in the organization and nmanagenent of
the fire departnment in areas such as human resources
adm ni stration, planning and research, naintaining records and
reports, preparing departnent budget, and maintaining supplies
and equi pnent. The enployee of this class has the authority to
wor k i ndependently in nost areas, and perforns duties with only
general instructions. The incunbent of this class reports to
and has work reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages t he operation of the Adm nistrative Division of the fire
departnent. Sets goals and objectives for the Admnistrative
Di vi si on. Recommends managenent policies, goals, and objectives
for consideration by the Fire Chief. Participates in the
research and planning for progranms and activities of the
departnent. Plans and organi zes departnental operations having
to do with human resources. Participates in developing a
per sonnel recruitnment and selection program mai nt ai ns
pronoti onal eligibility Ilists and recomends pronotions,
intervi ews prospective enpl oyees, and nmakes recommendati ons for
hiring in accordance with civil service |aw. Hol ds neeti ngs
with fire department personnel for the purpose of receiving
reports and di sseminating information. Investigates conplaints
agai nst departnment personnel and fornul ates a recommendati on for
reply to the conplaint or a recommendation for action to be
t aken.

Keeps i nf or med on noder n fire fighting met hods and
adm ni strative practices. Studies new | aws, regul ati ons,
ordi nances, and court rulings relating to fire departnent
oper ati ons. Recommends changes in departnent operations that
wll help the city to obtain favorable |1SO ratings. Eval uates
the effectiveness of the various divisions foll ow ng i nspections
and takes appropriate action to correct or inprove problem
areas. Devel ops a training programfor the departnment and sees
t hat such programis properly staffed and supplied with training
resour ces.
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Supervises positions conprising of fire service support
classifications in the Adm nistrative Division by assi gni ng work
or duty areas, assigning work schedul es, and approving | eave.
Oversees and evaluates the work performance of subordinates,
reviews reports witten by subordinates, wites evaluation
reports and discusses work performance w th subordinates.
Provi des assi stance to subordinates in technical areas of work.
Recommends di sciplinary action against subordi nates. Counsels
subordi nates who are experiencing work problenms and resolves
enpl oyee gri evances.

Provi des for the maintenance of all departnent records such as
personnel records, records of activity, and any ot hers which nay
be required. Makes deci sions concerning what i nformati on shoul d
be included in all records of the departnment and determ nes in
what form this information should be kept. Reviews records
conpl eted by subordinates and inspects systens and facilities
for mai ntaining records. Conpiles and organi zes data needed for
reports. Personally conpletes any fornms and records required.

Assists in the preparation of the departnental operating budget
by gat hering i nformati on and conpiling and organi zi ng data to be
used in preparing the department budget. Authorizes expenditure
for funds, making sure that such expenditures are in accordance
wi th the budget. Purchases equi pnent and supplies, keeping such
purchases within the established budget. Wites specifications
for new fire departnent equipnent, prepares specifications for
public bids, and oversees the bidding process. Meets with sal es
representati ves and makes recommendati ons on maj or purchases for
the departnent. Distributes supplies and equipnment to
departnment personnel as required. Investigates all accidents
i nvol vi ng departnment equi pnent or personnel; determ nes cause
and mkes recommendations on procedure to avoid future
acci dents.

Wites requests for grants or other special funds to aid in the
operation of the fire service. Admnisters grant-funded
projects, managing funds given by the granting organization

conpleting any reports required, and assuring that conditions
specified in the grant are net.

Revi ews correspondence addressed to the fire departnent and
deci des what type of actions should be taken in reply. Answers
questions for the public about the operation of the fire
departnent or any related areas of emergency services. Receives
conplaints fromthe public on hazards or on possible violations
of fire codes, records all pertinent information, and processes
t he conpl aint foll ow ng departnmental procedures. Wites reports,
letters or newspaper articles to address needs of the fire
departnment, or convey an official department position.

Performs related duties as assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements nust be met by the
filing deadline for application for adm ssion to the
exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and nust possess a valid driver’s license.

After offer of enploynment, but before beginning work in this
class, nust pass a nedical examnation, a drug screen, a
psychol ogi cal evaluation, a fitness evaluation, a crimnal
records review, and a drivers license check, prepared and
adm nistered by the Appointing Authority, designed to
denonstrate good health and physical fitness sufficient to
perform the essential duties of the position, with or wthout
acconmodat i on.

Mut have obtained certifications as Fire Oficer I, Fire Oficer
Il and Fire Oficer 111, according to National Fire Protection
Associ ati on (NFPA) St andards.

Must have current Louisiana State Certification and be
Nati onal |y Regi stered as an Energency Medical Technician (EM)
Basi ¢ or higher.

Must maintain current Louisiana State Certification and remain
Nationally Regi stered as an Energency Medical Technician (EM)
Basic or higher while working in the class of Chief of
Adm ni stration.

Must have an associate degree in fire science, a related fire
managenment curriculum or a bachelors degree in business or
public adm nistration curriculumand at | east fifteen (15) years
of progressively responsi bl e experience as a full-tinme nmenber of
a paid fire service organi zation, with at |east five (5) years
of whi ch  nust have been in positions which included
adm ni strative or supervisory responsibilities. Fire service
experience nust include experience in fire suppression and
rescue, and may include work in positions which would provide
background in fire prevention and investigation, fire training,
and rel ated areas of fire departnment operations and managenent.
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